Louisville Metro Short Term Rental Regulations

HOW TO REGISTER YOUR
SHORT TERM RENTAL




Registering a Short Term Rental

e All hosts must register each of their short term rentals annually. There are
no exemptions to this requirement.

You can register a short term rental three ways:
— In office

* Bring the completed office form to Planning & Design, 444 S 5t St,
3 Floor, Louisville KY 40202

* Form must be accompanied by the $25 fee (payable by cash,
check, money order, VISA, MasterCard) and proof of residency (if
applicable)

— Malil

* Mail the completed office form to Planning & Design, 444 S 5% St,

Suite 300, Louisville KY 40202

* Form must be accompanied by the $25 fee (payable by check or
money order only) and proof of residency (if applicable)

— Online (using Louisville Metro’s Online Business Portal)

* Form must be accompanied by the $25 fee (payable by VISA or
MasterCard only ) and proof of residency (if applicable)




Registration Form Requirements

Property/Host Information

S25 Fee

Proof of Residency (if applicable)
Emergency Contact Info (if applicable)

Revenue Commission |ID#

The portal may be accessed via the Planning & Design Services and
Construction Review pages on louisvilleky.gov or directly at:

https://dp.louisvillemsd.org/dpcdr8/Views/AgencylLogin.aspx
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MNeed a construction permit? All applications can
now be submitted online!

What can you do on this portal? Already have an account?

+ Apply for a Permit ]

* Submit drawings for review - Remember the
file name cannot contain any special
characters.

Need an account?

* Pay permit fees - If you receive any sort of |
error message, do not proceed with
payment, Contact our office
immediately!

This site is used by contractors only
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If you already have
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proceed to Step #3.
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Lookup an Application,
Permik or Inspection

DEVELOP
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Welcome to the online Business Portal for Louisville Metro Government. At this time

you can obtain building permits from the Department of Develop Louisville, Division
of Construction Review. We hope this service facilitates your permitting experience
and helps you successfully complete your project safely and legally.

We will provide helpful TIPs along the way to help guide you aleng.

® If you have an account, enter your User Name and Password and click "Sign
In".

@ [f you have an account but can't remember your password. Click here.

@ [f you are new to the system, click on Enrall

For additional information on Building Codes, Permits, and censtruction related
information, please visit our website:

http:/fwww. louisvilleky. goviipl/ Construction+Review/ or call our office at (502)
574.3321. Staff email addresses are (firstname).(lastname)(@louisvilleky.gov. For
example, Joseph Smith's email would be joseph.smith@louisvilleky.gov.

<
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User Name: |

Password: “

) Remember me on this computer

Forgot your password? Click here

If you do not have an account. follow the link
below to set up an account. link

TTP: T obtain a permi online you must have
an account. Permits are only issued to
licensed/identified contractors, or the
property owner. There may be additional
requirements for Property Owner permits,
including proof of property ownership.
Property Owner permits can be obtained by
visiting our offices at 444 5. Fifth Street,
Suite 100 and making application in person.
Some permits require submittal and review
of documents prior to issuance of permit.

TIP: Purposefully providing inaccurate
project scope and detail is a violation of the
building code, and state and local ordinances
and will subject the applicant to penalties.

TIP: Particularly helpful are our
Homeowner's Toolbox pamphlet series,
available on our website by clicking here
which provide basic information about the
permitting process for a variety of common
projects.
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If you already have
an account,
proceed to Step #3.

) Hansen Customer Accour X

< C

[ www.msdlouky.org/AcctSet

Apps > Suggested Sites (] Imported From IE @ LouisvilleKy.gov aie Louisville-Jefferson ¢ 1) Poll Everywhere ‘_.a Louisville Metro Gows

Metro Inspections, Permits and Licenses
New Account Setup

MO BUILDING/GENERAL CONTRACTOR CAN GET PERMITS ONLINE
rter personal information about the person requesting service.

1 . . . . . . - - : . .
Enter your preferred User ID for login purposes (You will be advised if your preferred User ID js acceptable).

vill be used to email your initial User 10/ ord and for submission

later in "Modify Account’.

ur perrmits,

erning your credentials via email within 3 business days. If not, plesse contact

email address. Thi
ou will be able

2. Enter
notifica
3. Enter

* = Required Information

User 1D *

Email *

Title

First Name *
Middle Initial

Last Name *
Company Mame *
Pasition

Address *

[:it'p-' *

State * Ky v

Postal Code / Zip #

Country

Daytime Phone # X

Evening Phone

Next Clear Form Cancel

pl/ o,

[ Kentucky Revised Stz

r

‘U
o
i



B - o x

D DynamicPortal 8 X ."‘.
0 I. “ = C A | B https://dp.louisvillemsd.org/dpcdr8/Views/AgencylLogin.aspx wi 2 @ =
n In e 2 Apps B Suggested Sites [ Imported From IE @ LouisvilleKy.gov e Louisville-Jefferson - ) Poll Everywhere (8) Louisville Metro Gove [ Kentucky Revised Sta® »

Registration Contact Us

. DEVELOP R
Step #3: 'g&svﬂl eKy.gov LOUISVILLE g

LOUISVILLE FORWARD B—

Sign in to
Welcome to the online Business Portal for Louisville Metro Government. At this time
I H you can obtain building permits from the Department of Develop Louisville, Division
n I n e ; of Construction Review. We hope this service facilitates your permitting experience
and helps you successfully complete your project safely and legally. Password:

BUSiness : We will provide helpful TIPs along the way to help guide you along.

® If you have an account, enter your User Name and Password and click "Sign

= d In".
Po rta I | | @ [f you have an account but can't remember your password. Click here

@ [f you are new to the system, click on Enrall . . \
For additional information on Building Codes, Permits, and censtruction related Grgot youUr passwora? GICK nere

information, please visit our website:
http:fwww. louisvilleky. gow/ipl/ Construction+Review/ or call our office at (502) If you do not have an account, follow the link
574.3321. Staff email addresses are (firstname).(lastname)(@louisvilleky.gov. For below to set up an account. link

example, Joseph Smith's email would be joseph.smith@louisvilleky.gov.

User Mame:

[ Remember me on this computer

TIP: To obtain a permit online you must have

< an account. Permits are only issued to
Lookup an Application, |IE 9 Browser and above required licensed/identified contractors, or the
Permit or Inspection property owner. There may be additional
requirements for Property Owner permits,
including proof of property ownership.
Property Owner permits can be obtained by
visiting our offices at 444 5. Fifth Street,
Suite 100 and making application in person.
Some permits require submittal and review
of documents prior to issuance of permit.

TIP: Purposefully providing inaccurate
project scope and detail is a violation of the
building code, and state and local ordinances
and will subject the applicant to penalties.

TIP: Particularly helpful are our
Homeowner's Toolbox pamphlet series,
available on our website by clicking here
which provide basic information about the
permitting process for a variety of common
projects.
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Start ot e
° . My AccounTt
appllcatlon ® Modify Account

Lookup your issued Permits to check their status and view details. You can search

APPLICATIONS
@ Construction Permits
@ Business License

for permits by permit number, applicant name, or address/parcel ID.

@ Construction Permit
@ Business License
B Use Permit

Under the Apply
menu options,

select Apply for a
Business License.

@ Use Application

Par FEES

@ My Consfruction Permit
Fees

@ My Business License Fees
E My Use Fees

To apply for a Permit you will need to provide information such as the type of
application, site location, and specific details regarding your application. Visit our
website http:/'www.louisvilleky. gov/ipl/ Construction+Review/ for a full explanation
of all available permits and associated submittal requirements. Once your

application is successfully submitted and completed, you will receive a confirmation
via email.

o e ana =
& Apply for & Business License

Apply for a
oo N Permit Online

Pay fees for your Permit. Online payments can be made only with Visa or
MasterCard.

@ My Construction Permits to be Paid
@ My Business Licenses to be Paid
@ My Use Permits to be Paid
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Enter business
information and
select Next.

If you will not be
operating the short
termrental as a
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select None within
the Business Type
drop-down list; do
not enter any
information in the
three info fields;
and select Next.
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= License Number
Applicant
Address

New Application for PAUL

T
License Business Site | Applicant
Type Location Infermation

Business License Type

Enter the required field(s)
Click "Mext"

License Type: *
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Attachments Application
Confirmation

S

Business Name:

Business Type:

MNone v

DBA Hame:

Business Description andior comments regarding your license:

Apply for a
Permit Online
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S lt e Type Site Information ~ Applicants Confirmation
My AccounTt Location

Maodify Account

Locatio n AFFLY Business License Location

My Saved Applications

Address Search: Search application address

Apply Enter the Address
Example: Entering Street Mame & select Suffix "Main St" will result in a list of all addresses

Enter the address USINFSS FISENIE available for "Main St"
My Licenses @ Select the correct location by clicking on the appropriate address

of the Short Term HExiEwe If you do not see the comect location,_make changes to your search and try again

: ]
My Reviews - . . -
Rental. Once Street Name Suffix Unit/Apt.
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Type Site: Informaticn Applicants ‘Confirmation
° My Account Location
BUSIHESS Modify Account
. s Business License Location
S lte LITETIEL AT TEUATS Address Search: Search application address
—_— Apply Enter the Address

Example: Entering Street Name & select Suffix "Main St" will result in a list of all addresses

H Business LicENSE : VT
Locatlon My Licenses available for "Main St

® Select the correct location by clicking on the appropriate address

@ [f you do not see the correct location, make changes to your search and try again

REviEWS y L 3
; ® Click "Search
i Number  Dir Street Name* Suffix Unit/Apt.
Select the correct e T s v fsm | [sT v
location by clickin il City State Zip
y . & Fees [Louisville | [Kentucky v =
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1 Matches Found Permit Online
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Information
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Type and select
Next.
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INSPECTIONS
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Fees
My Fees
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License Number
Applicant
Address

New Application for PAUL

License Business Site  Applicant Additional
Type Location Information Applicants

Applicant Information

Select the applicant
Click "Next"

Applicant

Name: PAUL

Address: 444 S. 5TH STREET
SUITE 200
LOUISVILLE KY 40202
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LOUISVILLE FORWARD

Attachments Application
Confirmation

Applicant Type

® As the business owner. | am the primary applicant (individualisole proprietor).

) The business owner of the address is: {corporation, LLC, partnership) aApply for a

Permit Online
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Additional
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CDR Home
Business License Home

My AccounTt
= Modify Account

ArPLY
@ My Saved Applications
= Apply

Business LiIcENSE
@ My Licenses

New Application for PAUL

License Business Site

Applicant
Type Location

Information

Additional Contacts

If you do not wish to add additional contacts, click "Next” to proceed to next step.
To add additional contacts to this license:

@ Click "Add Contact”
@ Enter required contact information
@ Click "Search”

Additional
Applicants
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Details Attachments

Application
Confirmation

Within the Contact i
y Reviews
- Contact Type”
Ty.pe drop down I@HSJE::E[:::O“S ]Shart Term Rental Emergency Contact ¥
list, select the i o o pang N -
. EES
contact type (l.e. @ My Fees First Name” Sepm-ntf?:lrnlame
Short Term Rental Lookur LICENSE Last Name*
Host. Short Term @ License Number Address®
E Applicant
Renta’l Emer enc @ Address : Suite 300
a y City" Louisville

Contact or Owner),
enter his or her info
and select Search.

State Kentucky

Zip

Phone

Fax

Email Address

Comments

Emergency Contact
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Select the correct

contact by clicking

on the applicable
name.

If the contact is not
in the system,
check Create New
Contact As Entered
and select Add
Selected Contact.

Repeat this process
for additional
contacts.
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My AccounTt
= Modify Account
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@ My Saved Applications
= Apply

Business LiIcENSE
@ My Licenses

REvVIEWS
= My Reviews

INSPEGTIONS
= My Inspections

Fees
= My Fees

Lookur LIGENSE
@ License Number
= Applicant
= Address

New Application for PAUL

License Business Site
Type Location

Additional Details
Applicants

Applicant
Information

Additional Contacts
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Attachments Application

Confirmation

If you do not wish to add additional contacts, click "Next" to proceed to next step.

To add additional contacts to this license:

@ Click "Add Contact”
B Enter required contact information
@ Click "Search”

Add Contact

Contact Type*
| Short Term Rental Emergency Contact ¥

Company Name |

Email Address

First Name* |Joseph I

Last Name" |Haherman |

Address® 444 S 5th St |
Suite 300|

City" Louisville

State | Kentucky v

2w | |

Phone | |

Fan | |
| |

Comments

Apply for a
Permit Online

Search Clear

The contact you want to add is not in the system.
® Select the check box, Create New Contact As Entered

L Create New Contact As Entered

Contact Type: Short Term Rental Emergency Contact
Contact Name: Joseph Haberman

Address: 444 S 5th St Louisville KY

k Add Selected Contact

@ Click Add Selected Contact to add this contact to the system.

Cancel Previous
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Step #8 LOWSVIH&KY? gov LOEI)ISVH.SLE FORWARD
(continued):

|_W 0 items in My Cart_$0.00 |[EISTRet TTRET

New Application for PAUL

CDR Home
Business License Home License Business Site  Applicant Additional Details Aftachments Application
Type Location Information Applicants Confirmation
o. @ My Account
Ad d itiona I MISEY i Additional Contacts

ApPLY
If you do not wish to add additional contacts, click "Next" to proceed to next step.

L] 4 =
A p p I Ica nts :‘t:::ved Applications To add additional contacts to this license:

Click "Add Contact”

Eu;;nsss License Enter required contact information
cae = EEIEE Click "Search”
After all additional e
have b i B =
contacts have been Joseph 444 5 5th 5t Short Term Rental Emergency
entered, select INSPECTIONS Habeman Contact
’ My Inspections

Next s Add Contact =2
E My Fees ;‘;nnl'f_tf%r f
Lookup LICENSE bl s
License Number \
Applicant
Address
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Step #9: LouisvilleKy.gov LOUISVILLE

LOUISVILLE FORWARD

Contact Us

New Application for PAUL

A I . t . CDR Home
p p I ca I o n Business License Home License Business Site | Applicant Additional Atftachments Application
Type Lacation Information Applicants Confirmation

Confirmation g
A R Business License Information Confirmation
AppPLY i L

i My Saved Applications To submit your application:
CO nfl rm = Apply ® Confirm the license information is correct.
If changes need to be made click the appropriate "Edit" button.
that ente rEd gu;riss License Click the "Apply/Save” button to submit your license.
icenses
|nf°rmat|on is S License Information To Be Submitted
: Edit Business Type: MNone

R

correct. If correCt, il License Type: Short Term Rental
InsPECTIONS Edit Business Location: 444 S 5TH ST LOUISVILLE KY 40202-0000

select Apply. If - ;
. pp y. W TEIREIE Edit Primary Contact Name:  PAUL
|ncorrect’ ed|t as FEES Addres_s: 444 5. 5TH STREET SUITE 200 LOUISVILLE KY 40202 o
. th My Fees Phone: (123)123-1234 Pnpph,_tf%r |a-
9 ermi nline
necessary using the o [Name |Address _[ComactType |
a ppropriate Edit License Number Joseph Haberman ~ 444 S 5th St Short Term Rental Emergency Contact
H A LECEE Edit Detail page information.
optlons. ey Edit MNo attachment uploaded.
Note: If you need to Previous Eilpaty
upload an

attachment (i.e.
proof of residency),
before selecting
Apply, select Edit
next to No
attachment
uploaded.
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Online

Contact Us

Registration
Step #10:

Attachments

If you need to upload
an attachment (i.e.
proof of residency),
select Choose File.
Follow the file path
and choose the file
to be uploaded. After
the file has been
selected, select
Upload.

Please provide
attachments in pdf
format when
possible.

Select Summary to
return to Application
Confirmation page
and confirm
that information is
correct. If correct,
select Apply.

IﬁgﬁisviﬁeKy gov

CDR Home
Business License Home

My Account
E Modify Account

ArPLY
= My Saved Applications
= Apply

Business LICENSE
@ My Licenses

REviEWS
= My Reviews

INSPEGTIONS
My Inspections
FEEs

= My Fees

Lookup LIGENSE
License Number
Applicant

= Address

DEVELOP
LOUISVILLE

LOUISVILLE FORWARD

-] 0 items in My Cart $0.00 .|l::he|:k Out | |Sign l:lul|

New Application for PAUL

License Business Site | Applicant Additional Attachments  Application
Type Lacation Infermaticn Applicants Confirmation

Attachments

The required documents must be submitted or attached to your application. You may also submit
the documents via mail or in person. Please include the License number.

To Upload Documents:

@ Click "Browse" to select the files/documents from your computer to attach to your application
NOTE: EACH FILE CAN NOT EXCEED 10MB.

Enter the description

Click "Upload" to add files

Click "MNext"

File Path Choose File | No file chosen

File Description |
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Step #11: L%ﬁisviﬂd{ygov LOUISVILLE

LOUISVILLE FORWARD
B0 items in My Cart $0.00§ |

T New Application for PAUL |

Pa y t h e Business License Home Application Status

My Account You have successfully submitted a(n) Short Term Rental application. In order to complete this
25 .00 Fee = Modify Account process, you will need to pay the required fee in application fee table below. You may wish to
check the information on your application is correct by selecting the View or Edit key prior to
APPLY paying. Once your application has been paid. you will not be able to edit your application.
s el Li Numbe 165TR1011
= Apply icense Number:
SeIeCt Add to Cart License Type: Short Term Rental
BusINEss LIGENSE Li D i
and then select ® Myliconses e Hessriplion:
Site Location: 444 5 5TH ST LOUISVILLE KY 40202-0000
Check Out. Reviews Business Name:

9 My Bevicws Primary Applicant: PAUL

INsPECTIONS Milestone: Collect Fees

B Myl i
S Application Checkstatus

My Fees Apply for a

All Fees Must Paid Pending Permit Online
- SHORT TERM RENTAL INITIAL LICENSE FEE($25 00) - Unpaid Amount ($25 00) Unpaid

Lookur LIGENSE
@ License Mumber
= Applicant Application Fees

E Add

SHORT TERM RENTAL INITIAL LICENSE FEE $25.0p Addto Cart

View | Clone | Edit




Online
Registration
Step #11
(continued):

Pay the
$25.00 Fee

Check box next to
item description
and select Next.

: [ DynamicPortal 8 x \ _ 0

« - C A [ https://dp.louisvillemsd.org/dpcdr8/Views/CDR/PaymentCheckOut.aspx

L%'&svﬂlel{y gov

CDR Home
Business License Home

My Account
Modify Account

ArPLY

My Saved Applications
Apply

Business LIGENSE

My Licenses

REviIEWS
My Reviews

INSPECTIONS
My Inspections

FEES
= My Fees

Lookup LIGENSE
License Number
Applicant
Address

Contact Us

DEVELOP
LOUISVILLE

LOUISVILLE FORWARD

"‘ 1 items in My Cart $L25{H) |l::heck Out | lsign l:lul|

Pay Fees

Review the selected application(s) to be paid and the amount due.
Click on "Next" to proceed with payment.
Otherwise, click "Cancel" to exit.

B My Cart
Item Descrintion

1 165TR1011 - Short Term Rental
444 5 5TH ST LOUISVILLE KY 40202-0000
SHORT TERM RENTAL INITIAL LICENSE FEE

Remove Selected Fees Subtotal: $25.00
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Online
Registration
Step #11

DEVELOP
LOUISVILLE

L'gﬁisviﬂeKy gov

LOUISVILLE FORWARD
[
(continued):
L]
CDR Home Pa}'ment
= Enter the required payment information.
Business License Home Click "Pay”.
P g Subtotal:  $25.00
a !! t e = Modify Account
ApPLy Vethod of Payment [Select one)
$25 00 Fee ® My Saved Applications
° = Apply # Pay By Credit Card{Visa or MasterCard)
Business LicENsE
@ My Licenses Credit Card Information
Enter payment , : ;
. . REVIEWS Cradit Gard (Visa or MasterGard) W auilh
@ My Reviews T
information. Card Type:* |- Select Card Type — v |
INSPECTIONS . .
KAy e chcars Cardholder First Name 1
Please note that Fees e

Visa and

MasterCard are the
only forms of
accepted payment
on the Online
Portal at this time.

@ My Fees

Lookur LICENSE
= License Number
Applicant

= Address

Cardholder Address®

Cardholder City
Cardholder State
Cardholder Zip*
Cardholder Country
Card Number”

Expiration Date:®

Card Security Code:*

T
Kentucky X

o
[ 1

=]
Eia




After the Form is Submitted

Staff will review the form and contact the applicant if a conditional
use permit application or additional information is necessary.

If a conditional use permit is not required, the registration process
typically takes less than a week.

Host will need to register with the Revenue Commission if not
already registered.
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Clickt

Lowusville Metro
Revenue Commission

Revenue
Commission

Form Thank you for choosing on-line registration with the Louisville Metro Revenue Commission. It is important to

Revenue Commission Home Forms & Publications = Electronic Services = Help/Resources = FAQ Contact Us

ensure that all data entered is accurate before submitting your registration application. All data entered will be
reviewed by the Louisville Metro Revenue Commission for compliance and accuracy before a new account is
established. If all requirements are met for the business type being registered, an account will be established
and a Certificate of Registration’ will be forwarded to the primary mailing address entered. The Certificate of
Registration’ will contain the account number assigned to your business. If you do not receive a 'Certificate of
Registration’ within two (2) weeks, you may call Taxpayer Services at (502) 574-4860. Provide the Taxpayer

Service Representative with the confirmation number provided at the end of your registration process.

Note: If you leave a screen idle for 1 hour, your session will expire. All data entered will be lost and you

will have to START OVER.

o¥s

Louisville Metro Revenue Commission oo P.O. Box 35410, Louisville, KY 40232-5410 oo 502-5T4-4860 L 2 ']l
OUISVILC



